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Introduction 
The purpose of this document is to outline the steps required to lodge a claim from the 
participating organisation portal and highlight the different types of claims. 

Lodging claims 
The participating organisation lodges claims for participants in the portal through the 
Participants tab. Select the relevant participant who is entitled to a claim by clicking the 
Participants tab. 

 

After clicking into the participant, the organisation will have access to information related 
to the profile, contributions and benefits. This is where the organisation can create and 
lodge new claims for the participant. 

 

When lodging a claim, the organisation must select the claim type: long service leave 
(LSL), retirement, termination or deceased. For LSL claims, the organisation must enter the 
number of calendar weeks the participant will claim and the leave start date. The 
minimum number of weeks for an LSL claim is 1 week. For retirement, termination and 
deceased claims, the organisation must record the relevant date. 
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After recording the number of leave weeks and the start date, the organisation can click 
Continue to calculate a claim estimate for the leave duration, split between stipend and 
supplementary rates. Payment details will be presented, showing where the payment will 
be deposited. 

 

Finally, the organisation can upload supporting documents on behalf of the participant. 
The supporting documents should include the listed information for the fund to review 
and approve the claim. Once the file has been uploaded, the organisation can click 
Submit to lodge the claim. 
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